








































































































































































































































































































































































































































































































SECTION 6: LEAVE POLICIES

A. COMPASSIONATE LEAVE
1. Policy
A. Upon the death of a member of their immediate family, a City employee may receive up to
three (3) days' compassionate leave with pay. Compassionate leave shall be granted at
the discretion of the department head.
B. Verification of funeral service attendance must be provided upon request.
C. Mltis recognized that three {3} days may not be sufficient; therefore additional leave usages
may applied for additional days.
2. Definition e
A. “Immediate family” is defined as a spouse, sibling, parent, grandparent, child, grandchild,
mother-in-faw, father-in-law, daughterin-law, . son-indaw, brother-in-faw, sister-in-law,
stepchild, stepparent and step-grandparent. -~ -

B. FAMILY AND MEDICAL LEAVE (FVILA)
1. Introduction : '

A. The City will provide Family and Medlcal Leave Act {“FMLA™} 1eave to its eligible employees.
The purpose of this poticy is to provide employees with a general description of their FMLA
rights. In the event of any conflict between this pohcy and applicable law, employees will
be afforded all rights requn'ed by an :

2. Eligibility :
A. To be eligible for FMLA leave, an employee must have _
i.  Beenemployed by the City for at least 12 months which need not be continuous;
ii.  Accumulated at least 1,250 working hours during the 12-month period immediately
preceding the commencement of the, ieave '

B. FMLA makes no distinction between pe_r_manent and temporary appointment status as to
coverage for leave eligibility. However, existing City policies do not provide paid leave
benefits for other than full-time permanent employees. The FMLA does not mandate paid
leave. Thus, leave granted under the FMLA to temporary appointees will be unpaid.

3. How much FMLA Leave may be Taken
A.- Aneligible employee is entitled to up to 12 workweeks of unpaid leave during a 12-month
' period for any FMLA quaiify'ing reason(s). The 12-month period will commence from the
first date FMLA leave is used.
B. Only the time actually taken as FMLA leave may be charged against the employee’s 12
week entitlement when leave is taken on an intermittent or reduced leave schedule basis.
C. This leave may extend up to twenty-six {28) weeks in a 12-month period for an employee
whose spouse, son, daughter, parent or next-of-kin is injured or recovering from an injury
suffered while on active military duty and who is unable to perform the duties of the
service member's office, grade, rank or rating. Next-of-kin is defined as the closest blood
relative of the injured or recovering service member. An employee is also eligible for this
type of leave when the family service member is receiving medical treatment,
recuperation or therapy, even if the service member is on temporary disability retired list.
4. Events Which May Entitle an Employee to FMLA Leave
A, FMLA leave may be taken for anyone, or for a combination of, the following reasons:
i. A serious health condition that makes the employee unable to perform the employee’s
job.




iv.

c)

A serious health condition is an illness, injury, impairment, or physical or mental
condition that involves either an overnight stay in a medical care facility, or
continuing treatment by a healthcare provided for a condition that either
prevents the employee from performing the functions of the employee’s job, or
prevents the qualified family member from participating in school or other daily
activities.

Subject to certain conditions, the continuing treatment requirement may be met
by a period of incapacity of more than three (3) consecutive calendar days
combined with at least two (2) visits 1o a healthcare provided or one {1) visit and
a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity
due to a chronic condition. Other condit:ons may meet the definition of
continuing treatment.

A more detailed complete definition of “serious health condition” can be found on
the Department of Labor's Websne www.dol. gov

Parental Bonding

a)

Parental bonding following blrth Leave for 'thlS purpose does not involve an
employee condition as in the: case of a sick leave covered absence of a female
employee for pregnancy or childbirth. Both female and male employees are
eligible for leave for bonding and to care for a son or daughter foilowing birth.
Child adoption, foster care. Similar in intent to parental bonding following birth,
the adoption or placement by a state agency of a child for foster care with an
employee constatutes a qualtfymg event for ieave request and approval under
FMLA.

For purposes of this pollcy, a husband and Wlfe both working for the City are
considered one (1) person and may. therefore take a total of twelve (12) weeks
FMLA leave between them for parental bonding. Additionally, each individual is
entitled to the difference between the amount he or she has taken individually
and 12:weeks for another purpose. For example, if each spouse took 6 weeks

- {for a combined total of 12) due to parental bonding, each could use an

additional six (6) weeks for their own serious health condition or to care for
another dependent with a serious health condition.

To care for the employee s spouse, child, or parent (but not “inJaw”) with a serious
", health condmon '

a)

For purposes of this pohcy, a hushand and wife both working for the City are

“considered one (1) person and may therefore take a total of twelve (12) weeks
FMLA leave between them to care for their spouse, child, or parent (but not

law”) with a serious health condition. Additicnally, each individual is entitled to
the difference between the amount he or she has taken individually and 12
weeks for another purpose. For example, if each spouse took 6 weeks (for a
combined total of 12) due to care for a spouse, child, of parent (but not “in-aw”),
each could use an additional six (6) weeks for their own serious health condition
or for parental bonding as described in Section 4(A){i) and (ii}.

Military Family Leave

a)

Eligible employees with a spouse, son, daughter, or parent on active duty or call
to active duty status in the National Guard or Reserves in support of a
contingency operation may use their 12-week leave entitlement to address
ceriain qualifying exigencies. Qualifying exigencies may include attending certain
military events, arranging for alternative childcare, addressing certain financial




and legal arrangements, attending certain counseling sessions, and attending
post-deployment reintegration briefings., This type of leave would be counted
toward the employee's 12-week maximum of FMLA leave in a 12 month period.
This provision applies to members of the National Guard or Reserves, but does
not apply to members of the Regular Armed Services. Employees requesting this
type of FMLA leave must provide proof of the qualifying family member’'s call-up
before leave is granted.
v.  Military Caregiver Leave

a) FMLA also includes a special leave entitlement that permlts eligible employees
to take up to twenty-six (26) weeks of leave to.care for a covered service member
(spouse, son, daughter, or next-of-kin} during a single 12-month period. A
covered service member is a current member of the Armed Forces, including a
member of the National Guard or Reserves, who has a serious injury or iliness
incurred in the line of duty on active duty that may render the service member
medically unfit to perform his or her duties for which the service member is
undergoing medical treatment, recuperation, or therapy; or is in outpatient
status; or is on the temporary disability retired list. FMLA leave is not available
for service members who are no longer in the military. Em ployees regquesting this
type of FMLA leave must provide proof of the gualifying member’s active military
service before Ieave is granted :

5. Use of FMLA Leave

A. All available sick leave, vacatmn tlme and any other avaliable paid leave must be exhausted before
unpaid leave status begins. FMLA leave wiil run concurrently with paid leave set forth in the
preceding section. Leave requests, for reasons qualifying under FMLA whether with or
without pay, are to be presented for superwsory approvat on the City's Employee Leave
Request Form.

i. An empioyee who belleves he or she is entitled to FMLA leave should contact the City
Manager's.Office. .
A supervisor who belleve one of hns or.her employees may need FMLA leave or may
“ Dbe off a total of three (3) or more consecutive calendar days for a serious health
condition should contact the City Manager’s Office.
ji. An employee who is on leave related to a workers' compensation claim for three (3)
_or more workdays will -be contacted by the City Manager's Office regarding
-lesignation of leave as FMLA leave.

B. Where leave requirements are known in advance or are foreseeable by the employee
{childbirth, placement of a child, planned medical treatment for the employee's or family
member's serious health condition), FMLA places an obligation on the worker to provide
a thirty (30) day .:advance notice before the date on which the leave would begin.
Additionally, in the event of a foreseeable event the employee shall make reasonable
effort to schedule the treatment so as not to unduly disrupt the City's operations.
Otherwise, the leave notice is to be submitted as soon as practicable (within 1 or 2
business days of learning of the need for the leave). In view of certain record keeping
requirements of the FMLA, all leaves are to be documented using the proper leave form, Medical
Certifications (WH-308E or WH-380F) are only to be submitted to the City Manager's Office.

C. The employee may take FMLA leave in twelve (12) consecutive weeks, may use the leave
intermittently (take a day periodically when needed over the year) or, under certain
circumstances, may use the leave to reduce the work week or work day, resulting in a




reduced hour schedule. In all cases, the leave may not exceed a total of 12 work weeks
{or 26 work weeks to care for an injured or il service member over a 12-month period).
Employees who wish to take parental bonding leave under FMLA must take the leave
within the twelve (12) months following the birth of his or her child, or within twelve (12)
months of placement of the child in his or her adoptive or foster care. Leave must be
consecutive,

In the event that the eligible employee has given birth to a newborn child, parental
bonding leave will commence no earlier than after the conclusion of any certification
provided to the employee for the employee's own medical recovery foliowing childbirth.

6. Required Documentation

A,

B.

Absences of three (3) or more consecutive workdays for FMLA qualifying events require
medical certification.

An employee will be required to submit medical certlﬂcatlon from a health care provider
to support a request for FMLA leave for the employee’s or a family member's serious
health condition.

Employees will be required to submit _documentatmn such as, but not limited to, a birth
certificate, hospital discharge papers, 'Certification of adoption or foster care placement
or order of custody to support a request for FMLA Ieave for parental bonding via the
Parental Bonding Leave Form, :

Employees requesting leave due to a covered fam:ly member's (spouse, son, daughter,
or parent} impending call to ord_erto active duty must provide proof of the qualifying family
member’s call-up or active military. service. This documentation may be a copy of the
military orders or other official Armed Forces com munication.

Employees requesting FMLA leave to care for an injured or ill service member must
provide documentation of the family member 5 or next-of-kin’s injury, recovery or need for
care. This documentation may be a- c_opy of the military medical information, order for
treatment, or other offieial Armed Forces communication pertaining to the service
member’s mjury or illness incurred on active military duty that renders the member

.medically unfit to perform his or her military duties.
“ FMLA leave or return to work may be delayed or denied if the appropriate documentation

is not provided in a timely manner. Also, a failure to provide reguested documentation of

“the reason for an absence from work may lead to termination of employment.

If the City has reason to doubt the employee's initial certification, the City may:

i.  Contact the employee's health care provider in an effort to clarify or authenticate the
initial certification; and/or

ii.  Require the employee to obtain a second opinion by an independent City-designated
provider at the City's expense.

If the initial and second certifications differ, the City may, at its expense, require the

employee to obtain a third, final and binding certification from a jointly selected

healthcare provider.

During FMLA leave, the City may request that the employee provide re-certification of a

serious health condition at intervals in accordance with the law. In addition, during FMLA

leave, the employee must provide the City Manager’s Office with periodic reports not to

exceed six (6) weeks regarding the employee's status and intent of return to work.

If the employee’s anticipated return to work date changes and it becomes necessary for

the employee to take more or less leave than originally anticipated, the employee must

provide the City with reasonable notice (i.e., within two (2) business days) of the

employee's changed circumstances and a new return to work date.




K.

In emergency situations, the employee will complete the required request form upon
return to duty. The employee is required to properly report off from work, unless precluded
from doing so by the nature of the situation. A report will be accepted from a family
mernber or designee of the employee.

Every employee returning to work from FMLA medical leave must complete the attached
Return to Work Form or have a doctor’s certification that has the same information as the
Return to Work Form.

7. Benefit Administration during FMLA Leave

A.

B.

Sick Leave. During an unpaid leave, credit for sick leave will not be added to the
employee's accrual in any month in which the employee has not been actively at work.
Medical/Surgical. Benefit coverage will continue uninterrupted during a leave taken in
accordance with FMLA. The City will continue payment of its portion of monthly premiums
provided the employee continues their contnbutmns for health coverage.

The City may recover health insurance premiums that the City paid on behalf of the
employee during any unpaid FMLA leave except that the City's share of such premiums
may not be recovered if the employee fails to return to work because of the employee’s
or a family member's serious health condition or because of other circumstances beyond
the employee’s control. In such cases, the City may require the employee to provide
medical certification of the employee’s or the family member's serious health condition.
Group Life Insurance. Coverage will continue during FMLA leave. The Department of
Finance will bill the employee for monthly premium costs of optional coverage amounts
for any month in which the empfoyee reoerves no earnmgs from which sugh premium are
normatly deducted.

Performance Evaluations. The timmg of performance evaluatlons may be extended to
accommodate perlods of leave time durmg which no services are performed and thus
cannot be evaluated.

Retirement. Service credit in OPERS and OP&F is based upon contributions made by the
employee and employer and is calculated based upon salary eamed in a calendar year.
Thus during an unpald leave, no such contributions are made by the employer,

. - Longevity. An empioyee s service (seniority) continues during an authorized leave status.

A pro-rated beneflt is payable to employees who separate for reasens other than

dismissal.

Compassionate Leaye. No payment for compassionate teave purposes will be made to an
employee on either paid or unpaid leave status.

Hours of work. An employee taking FMLA leave on an intermittent or reduced schedule
hasis will.-be paid only for hours worked unless periods of time off are covered by
authorized paid Ieave

8. Return to Active Service -

A

Employees retummgfrom a Certified FMLA leave of absence will be placed in their former
position or an equivalent one with equivalent status and pay, as required by law. If the
same position or one of equivalent status and pay is not available as a resuit of a
reduction in force or other reason, the employee will be treated in the same manner as
though he or she were not on leave at the time of the workforce reduction.

Upon return to active service, the employee must present all required medical statements
or releases, including a Return to Work Form or doctor’s certification that has the same
information as the Return to Work Form from their treating physician.

if an employee fails to return to work at the conclusion of an approved leave or any
extension thereof, the employee will be considered to have resigned. If the employee gives




the City notice of the employee's intent not to return to work, the employee will be
considered to have voluntarily resigned.
9. Records Maintenance

A. Payroll records are to reflect leave periods taken under provisions of FMLA,

B. All written feave requests associated with FMLA, physician certificates or statements of
healthcare providers attesting to the employee’s need for leave will be confidentially
maintained by the City Manager's Office in accordance with the Records Retention
Schedule for such documents.

10. Notifications

A. It is unlawful, under provisions of the Family and Medical Leave Act of 1993, for the
employer to interfere with, restrain or deny the exercise of any right provided by the FMLA,
or to discharge or discriminate against any persdn for opposing any practice made
unlawful by the FMLA or being involved in any proceeding under or relating to the FMLA.

11. Additional Information

A. If you need clarification or further rnformatlon do not hesiate to contact your supervisor,

department head, or the City Manager s Office.

C. HOLIDAY LEAVE
1. Policy

A. The official holidays of the City of Trenton are those recogmzed by the Umted States Postal
Service (USPS). In addition to the holidays recognized by the USPS, all fulk-time City
employees shall also be granted Good Fnday and the day after Thanksgiving as official
holidays.

B. Non-exempt empioyees required to work on holldays shall recewe holiday pay at overtime
rates. :

i Payment in heu of holidays may be aElowed at the convenience of the City as
determined by the City Manager. -

C. Parttime employees of the dispatch and the Fire Department not covered by a collective
bargaining agreement who are required to work on Thanksgiving Day, one-half day {noon -
midnight) on Chrlstmas Eve, Christmas Day, New Year's Eve and/or New Year’s Day shall

- be paid premium pay in ‘an amount equal to one and one-half (1 %2) times the amount
“ which they receive for any other regular work day.

D. Hourly employees of the non-emergency service of the City, who perform work on any
hoiida_y or on any day celebrated as a holiday, but not both, shall be paid an amount equal
to one and one-half times the amount that they would receive for the work performed on
any other regular work day, in addition to their regular holiday pay.

2. Eligibility '

A. In order to recelve holrday pay, an employee must have worked his or her regularly
assigned shift, used vacation time or personal time, both before and following the holiday
or be on approved, paid leave.

D. MILITARY SERVICE LEAVE
1. Policy
A. The City recognizes its responsibility under applicable state and federal laws to grant
employees leave for military obligations.
B. Employees called into active service by federal order are guaranteed certain rights under
the Uniformed Services Employment and Reemployment Rights Act (USERRA) of 1994,
These include: health insurance for the first thirty (30) days at the customary cost 1o




employee and employer; like or similar job and pay as the position vacated; and right to
continue certain benefits.

Short-Term Military Leave

A

C.

Regular parttime and regular full-time employees who serve as a member of the National
Guard or of any reserve component of the United States Armed Forces are eligible to be
granted an annual leave of absence with pay for temporary duty not exceeding thirty-one
(31) days in a calendar year, for such time as he or she is in the military service on field
training or on active duty.

During such short-term military service leave, the City shall pay the difference between the
employee's military pay and the amount he or she would narmally receive if he or she were
actively employed at his or her regular Chty job. _

Payment during such leave shall apply to those days durmg feave that employee ordinarily
would have worked. :

Long-Term Military Leave

A,

B.

D.

E.

When employees are called into active serwee and they have exhausted their thirty-one
(31) calendar days, they shall be granted leave without pay.

No benefits will accrue when an employee is on unpaid leave. All accruals will be frozen
and become available upon the employees return to full employment. Employees may only
utilize their accrued time off benefits of vacation time, earned compensation hours, and
holiday compensation hours as compensation to_Su_pplement their military pay.
Employees who participate in the military who are re-employed will receive salary or wages
at a rate that reflects increases they would have received had they not been called to active
duty {this does not include step increases). They will be restored to the position held before
being called to active dutyorto a pOSltIOﬂ of like semonty, status, and pay if the individual
is still qualified for the position.

When on -Long-Term Military Leave the employee :ghali turn in his/her City issued
equipment into his/her supervisor for safekeepmg

Verification of serwce attendance must be prowded upon request.

Benefits =

A

:An employee on ShortTerm M:htary Leave will continue to receive health insurance

“+ " poverage and is required to pay the employee portion of the costs.

B.

C.
D.

An employee on Long-Term Military Leave, has the right to continued health insurance
coverage for a period not to exceed twenty-four {24) months at his/her own expense,
beginning the first day of absence, whether the absence is paid through accrued time off
benefits or unpaid. The employee will be required to pay the full cost of the coverage during
this 24-month period. .

Employees will- be paid no greater than 80 hours of time in a pay period.

PERS/OP&F will be notified of the employee's leave of absence status.

Employee Responsibilities

A.

An employee is utitizing Military Leave (Short or Long Term) shall provide his/her supervisor
with a written or verbal request for military leave and a schedule of military events, which
require their attendance, within twenty-four (24) hours of the employee’s receiving notice
of the events. The schedule shall include dates and locations of events as well as the
name, phone number, and address of the commanding officer. If, due to security reasons,
location of events cannot be revealed, this should be seo indicated. Employees who fail to
provide notice may not be covered by this policy.




B. When utilizing Long-Term Military Leave, and the employee elects to be compensated for
accrued time off benefits this election will be documented with a written request from the
employee indicating specifically the benefits to be utilized.

C. Employees who participate in the military are entitled to make application for re-
employment after military service based on the following conditions:

i.  The period of service must not have exceeded five (5) years.
ii.  The person must have been released from service under honorable conditions; and
iii.  The person must notify the City of their intention to resume their former job within
ninety (80) days of release from duty for service of One Hundred Eighty (180) days or
more, and within fourteen {14) days of release from duty for service from thirty-one
(31) to One Hundred and Seventy-Nine (179) days. The City may require
documentation that these conditions have been met.

D. Anemployee returning from Short-Term Military. Léave needs to report to work at the start
of the next regularly scheduled working pEI’EOd after exptratlon of the last calendar day
necessary to travel home from training.

E. An employee preparing for Long-Term Mllltary Leave will meet with the City Manager's
Office to complete the necessary paperwork and discuss benefit election and leave accrual
usage.

6. Re-Employment : :

A. An employee who returns as outlined under Sectlon 5 will have his/her medical, dental,
and life insurance remstated effectave the date of return The returning employee will meet
with the City Manager's Office to comp!ete the necessary paperwork.

E. PERSONAL LEAVE (250.09)
An employee of the City shall receive personal leave credit according to the employee’s status,
as follows:

(a} Each full-time employee shali be credited with thirty-two hours of personal leave each
year. Such credit shall be made to each eligible employee beginning on the first day of the base
pay period. Employees, upon giving reasaonable notice to the department head, may use
personal leave for matters of a personal nature.

(b) When personal leave is used, it shall be deducted from the unused balance of the
employee’s personal leave on the basis of one hour for every hour of absence. Compensation for
such leave shall be equal to the employee’s base rate of pay.

{c) A newly appointed full-time employee or a non full-time employee who receives a full-time
appointment shall be credited with personal leave of thirty-two hours, prorated as described
herein. (Less six-tenths of an hour for each pay period that has elapsed following the base pay
period until the first day of the pay period during which the appeointment was effective.)

(d) A full-time employee who is separated from service or is no longer a full-time employee
during the year shall receive a reduction of personal leave credit, prorated as described herein.
{Less six-tenths of an hour for each pay period that remains, beginning with the first pay period
following the date of separation until the pay period preceding the next base pay period.) if the
reduction results in a number of hours less than zero, the cash equivalent value of such number
of hours shall be deducted from any compensation that remains payable to the employee, or
from the cash conversion value of any vacation or sick leave that remains credited to the
employee.

{(e) Conversion or Carry-Forward of Personal Leave Credit at Year's End. All employees shall
have the option to conven to cash benefit or carry forward the balance of any unused personal




leave credit at the year's end. For purposes of this subsection, “year's end” means the last day of
the pay period preceding the base pay period.

(1) Personal leave. Employees who are credited with personal leave pursuant to subsection
(a) hereof shall have, at year's end, the following options with regard to the unused portion of
personal leave credit:

A, Carry forward the balance of personal leave credit up to a maximum of sixteen hours,

B. Convert the balance of personal leave to accumulated sick leave to be used in the
manner provided in Section 250.08, subsection (e) hereof. The conversion rate shail be equal 1o
two hours of sick leave credit for every one hour of unused personal leave.

C. Receive a cash benefit conversion for the unused balance of personal leave. The cash
benefit conversion shall equal one hour of the employee’s base rate of pay for every one hour of
unused credit that is converted.

{f} Notification of Option to Convert Personal Leave Credit at Year's End. An employee eligible
1o receive a cash benefit conversion of personal leave credit at year's end must indicate his or
her desire to convert any personal leave no later on or about December 1st as determined by the
City Treasurer.

(g) Definitions. As used in this section:

(1)} “Active pay status” means the conditions under which an employee is eligible to receive
pay, and includes, but is not limited to, vacation leave, sick leave and personal leave.

(2) “Base pay period” means the pay period that includes the first day of December.

(3) “Base rate of pay” means the rate of pay established under the City ordinance
establishing wage and salary ranges and classifications for various employees.

(4) “Fulltime employee” means an employee whose regular hours of duty total forty hours in
a pay period and whose appointment is not for a limited period of time,

(5) “No pay status” means the conditions under which an employee is ineligible to receive
pay, and includes, but is not limited to, leave without pay and leave of absence.

(6) “Pay period” means the seven-day period of time during which the payroll is
accumulated.

(7) “Retirement” means service retirement under any State retirement system.

(h) Procedures, Rules and Regulations. The City Manager shall establish procedures, rules
and regulations to administer this section.

SICK LEAVE (250.08) i
(a) Sick Leave Credit. An employee of the City shall receive sick leave credit according to the
employee’s status, as follows:

(1) Full-time employees.

A. Each full-time employee shall be credited with sick leave of eighty hours per year. Such
credit shall be made 10 each employee in active pay status beginning the first day of the base
pay period.

B. Afulltime employee in no pay status as of the beginning of the base pay period shall be
credited with sick leave of eighty hours per year, less one and one-half hours for each pay period
that has elapsed following the base pay period, up until the first day of the pay period during
which the employee returns to active pay status.

C. A newly appointed full-time employee shall be credited with sick leave of eighty hours
per year, less one and one-half hours for each pay period that has elapsed following the base pay
period, up until the first day of the pay period during which the appointment is effective.

D. Afull-time employee who is separated from service or is no longer a full-time employee
during the year shall receive a reduction of sick leave credit of one and one- half hours for each
pay period that remains, beginning with the first pay period following the date of separation until
the pay period preceding the next base pay period. If the reduction results in & number of hours




less than zero, the cash equivalent value of such number of hours shall be deducted from any
compensation that remains payable to the employee, from the cash conversion value of any
vacation or personal leave that remains credited to the employee or from any sick leave
accumulated that remains credited to the employee.

{2) Non fuiltime employees. An employee who is not a full-time employee shall not receive
sick leave credit.

(b} Charge of Sick Leave. Sick leave used by an employee shall be charged in minimum units
of one-guarter hour. Employees shall be charged sick leave only for the days and hours for which
they would have otherwise been regularly scheduled to work. Sick leave may not exceed the
amount of time an employee would have been regularly scheduled to work in any pay period. If
sick leave is utilized in the regularly scheduled work week, the employee cannot receive overtime
pay for the same hours used in sick leave unless otherwise determined by the department head
and the City Manager.

(c) Compensation for Charged Sick Leave. Sick leave for an employee which is credited
during or subseqguent to the base pay period shall be exhausted before the use of sick leave
accumulated prior to the base pay period is allowed. Compensation for charged sick leave shall
be at a rate equal to the employee's hourly base rate of pay.

(d) Notification.

(1) Anemployee who is unable to report for work shall notify his or her immediate supervisor
that he or she is unable to report for work. The notification must be made at least one hour prior
1o the time that the employee is scheduled to report for work, unless emergency conditions
prevent such notification. If operational need of a department requires a different notification
time, the department head, with the approval of the City Manager, may establish a reasonable
notification time requirement. The department head shall inform all employees of the applicable
notification policy.

(2) Physicians statement. The department head may require, at any time, an employee 1o
furnish an affidavit from a qualified physician noting that a reported iliness or injury justified use
of sick leave and was severe enough to cause an employee to miss work, and documenting
specifically the type, diagnosis and remedy within HIPAA Guidelines and clearing the employee to
return to work. The department head shall require the above information in the case of a
condition exceeding three consecutive calendar days. Further, in all cases where medicine has
been prescribed which may cause significant side effects, such as but not limited to the
impairment of an employee's ability to operate a vehicle, the employee shall submit the
appropriate documentation from the appropriate and gualified medical professional for inclusion
in the employee’s confidential medical file. Falsification of either the signed statement or a
physician’s certificate shall be grounds for disciplinary action, which may include dismissal.

(3) Institutionalization or hospitalization. When institutionalization or hospitalization is
required, the employee shall notify his or her immediate supervisor upon admission to and
discharge from such institution or hospital, unless emergency conditions prevent such
notification. A physician's statement shall be required, pursuant to paragraph {d}2) hereof, as
soon as reasonably possible but no later than just prior to the employee’s return to work.

{4) Convalescence. (Period of Recovery) When convalescence at home is required, the
employee shall notify his or her immediate supervisor at the start and termination of such period
of convalescence, A physician's statement shall be required, pursuant to paragraph (d)(2)
hereof, as soon as reasonably possible but no later than just prior to the employee’s return to
Work.

{e) Uses, Employees may use sick leave, provided that a credit balance is available, upon
approval of the department head, for the following reasons:

{1) Hiness, injury or pregnancy-retated condition of the employee;

{2} Exposure of an employee to a contagious disease which could be communicated to and
jeopardize the health of other employees;




(3) Examinations of the employee, including medical, psychological, dental or optical, by an
appropriate practitioner;

(4) lliness, injury or a pregnancy-related condition of a member of the employee’s immediate
family where the employee’s presence is reasonably necessary for the health and welfare of the
employee or affected family member; or

(5) Examinations, including medical, psychological, dental or optical, of a member of the
employee’s immediate family by an appropriate practitioner where the employee’s presence is
reasonably necessary.

(f) Abuse. An employee who fails to comply with this section shall not be allowed to use sick
leave for time absent from work under such noncompliance. An application for the use of sick
leave with the intent to defraud shall be grounds for disciplinary action which may include
dismissal.

(8) Inadequate Sick Leave.

(1) Leaves of absence. If any disabling illness or injury continues past the time for which an
employee has accumulated sick leave, the City Manager may authorize a leave of absence
without pay in accordance with administrative regulations.

(2) Pooling. When an employee has no accumulated sick leave, personal leave or vacation
leave and faces the prospect of leave of absence without pay, fellow employees may voluntarily
“pool” portions of their accumulated sick leave and donate it to an employee with the special
permission of the City Manager.

{h} Prior Credit. An employee hired into the City service shall be given credit for acerued but
unused sick leave earned by the employee at a previous place of employment with the State or
any of its subdivisions, up to the limits allowed by the Ohio Revised Code.

{i) Conversion or Carry-Forward of Sick Leave Credit at Year’s End. All employees shall have
the option to convert to cash benefit or carry forward the balance of any unused sick leave credit
at the year's end. {(Refer to subsection (j) below.} For purposes of this subsection, “year's end”
means the last day of the pay period preceding the base pay period.

(1) Sick leave. An employee who is credited sick leave pursuant to subsection {(a) hereof
shall have, at year's end, the following options with regard to the portion of sick leave credit:

A. Carry forward the balance of sick leave credit,

B. Receive a cash benefit conversion for the unused balance of sick leave credit accrued
within that year. The cash benefit conversion shall be equal to one hour of the employee’s base
rate of pay for every two hours of unused sick leave credit that is converted.

C. Carry forward a portion of the balance of sick leave credit and receive a cash benefit
conversion of a portion of the sick leave credit.

() Limitations of Conversion of Sick Leave Credit at Year’'s End.

(1) The options for conversion of sick leave credit listed in paragraphs (i)(1)B. and C. hereof
may only be utilized for sick leave credited to an employee in the year in which the credit is given.

(2) To be eligible for cash benefit conversion of sick leave credit listed in paragraphs (i)(1)B.
and C. hereof, an employee must have a minimum carry-forward balance of 240 hours of sick
leave credit. No conversion shall be allowed if the balance left after conversion decreases to
less than 240 hours of sick leave.

(3) All sick leave credit balances that are carried forward are excluded from further cash
benefits under this section. The failure of an employee to utilize one of the sick leave conversion
options listed in paragraphs (i)(1)B. and C. hereof shall result in the automatic carry- forward of
any balance of sick leave credit up to the maximum allowed elsewhere in these provisions.

(4) Any employee who is separated from service during the year shatl not be eligible for the
cash benefit conversion of unused sick leave credit,

(k) Limitations on Accumulated Sick Leave Credit. There is no limit on accumulated sick leave
credit.




(I} Notification of Option to Convert Sick Leave Credit at Year's End. An employee eligible to
receive a cash benefit conversion of sick leave credit at year’s end must indicate his or her
desire to convert any sick leave no later than on or about December 1st as determined by the
City Treasurer.

{m) Conversion of Sick L.eave Credit Upon Separation from Service.

(1) Upon separation from service for retirement or resignation, an employee hired prior to
January 1, 2017 shall be paid for one-half of the value of any accrued but unused sick leave
credit.

{(2) Payments made under paragraph (m){1) hereof shall be considered to eliminate al sick
leave accrued by the employee,

(3) This division, as amended, shall apply to all full-time employees not covered by a
collective bargaining agreement.

(4) Upon separation from service for retirement or resignation, an employee hired after
January 1, 2017 shall be paid for one-half of the value of any accrued but unused sick leave
credit up to a max of 500 hours, to be paid at the employee’s rate of pay at the time of
separation.

(n) Definitions. As used in this section:

(1) “Active pay status” means the conditions under which an employee is eligible to receive
pay, and includes, but is not limited to, vacation leave, sick leave and personal leave.

(2) “Base pay period” means the pay period that includes the first day of December.

(3) “Base rate of pay” means the rate of pay established under the City ordinance
establishing wage and salary ranges and classifications for various employees.

(4) “Fulktime employee” means an employee whose regular hours of duty total forty hours in
a pay period and whose appointment is not for a limited period of time.

(5) “No pay status” means the conditions under which an employee is ineligible to receive
pay, and includes, but is not limited to, leave without pay and leave of absence.

(6) “Pay period” means the seven-day period of time during which the payroll is
accumulated.

(7) “Retirement” means service retirament under any State retirement system.

{o) Procedures, Rules and Regulations. The City Manager shall establish procedures, rules and
regulations to administer this section.
G. VACATION LEAVE
1. Vacation Leave Accrual
A, An employee of the City of Trenton (the “City”) shall receive vacation leave credit according
to the employee’s status, as foliows: Full-time employees
i Fulltime employees of the City in an active pay status shall accrue paid vacation leave
weekly, for continuous years of service with the Gity, at the following rates, unless
authorized by the City Manager:

Length of Service Accrued Yearly Vacation Leave Hours Per Week

Through first 4 years 80 hours or 10 working days 1.63846
After 4 years 120 hours or 15 working days 2.30769
After 9 years 160 hours or 20 working days 3.07692

After 14 vears 200 hours or 25 working days 3.84615

B. Non fulltime employees
L. An employee who is not a full-time employee shall not receive vacation leave credit.
C. Vacation leave shall not exceed two years accrual.
2. Charge of Vacation Leave
A. Vacation leave used by an employee shall be charged in minimum units of one-quarter (Va)
hour - fifteen (15) minutes. Employees shall be charged vacation leave only for the time
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for which they would have otherwise been regularly scheduled to work. Vacation leave may
not exceed the amount of time an employee would have been regularly scheduled to work
in any pay period. If vacation leave is utilized in the regularly scheduled work week, the
employee cannot receive overtime pay for the same hours used in vacation leave unless
otherwise determined by the department head and the City Manager.

Vacation Leave Payment Rate

A. Vacation leave shall be paid at the employee’s current hourly base rate of pay.

Implementing Procedure

A. The department head or appointee shall grant requests for vacation based on the best
interest of the City, including but not limited to seasonal workload, staffing levels, and
balancing vacation use among departmental employees The department head shall give
due consideration to seniority.

Prior Credit R

A. An employee shall not be permitted to transfer accumu]ated vacation leave credits from
prior service at a previous place of employment with the State of Ohio or any of its
subdivisions, Unless, the City Manager, at his or her sole discretion, recognizes some or all
tength of service from other State iof Ohio political jurisdictions in determining an
employee's rate of vacation earning. '

Cash Benefit Conversion or Carry-Forward of Vacation Leave Credit -

Employees shall have the option to convert vacation leave to cash benefit or carry forward the

balance of any unused vacation leave credit.

A. The following are options with regard:to vacation leave conversion or carry forward:

i.  Carry forward their entire balance of. vacation leave credit.

a) Uptoamaximum of two. (2) years ‘acecrual.

i. Receive a. cash benefit conversion for. the unused balance of vacation leave credit
accrued w:thm that year, a maximum of one hundred twenty (120) hours. The cash
benefit conversion shall be equal to one hour of the employee’s base rate of pay for
every one (1) hour of unused vacation leave credit that is converted.

~a) - There is not a minimum. baEance requirement for this benefit. Only one hundred
' twenty (120) hours of vacation leave credit can be converted to cash benefit,
and only up to two (2) years vacation accrual is permitted. Anything above both

of those, if not taken will be erased for the following year.

B. The failure of an employee to utilize one of the vacation leave conversion options listed
under section B(A)iiY and B(A)(ili) shall result in the automatic carry-forward of any balance
of vacation leave credit. Anything above two (2) years vacation accrual, if not taken will be
erased for the following year.

Notification of Cash Benefit Conversion of Vacation Leave Credit

A. Anemployee eligible to receive a cash benefit conversion of vacation leave credit at year’s
end must indicate his or her desire to convert any vacation leave no later than on or about
December 1st as determined by the City Treasurer.

Employee Separation

A. An employee terminating service through resignation, involuntary separation, or retirement
and who has served more than one (1) year, shall be entitled to payment for accrued but
unused vacation leave. In the event of death, such payment shall be paid to the estate of
the decedent.




H. WITNESS AND JURY DUTY LEAVE
1. Policy

A. To provide income protection while an employee carries out his or her civic responsibility,
the City of Trenton (the “City”) provides the difference between jury duty pay and an
employee’s regular day's pay for time spent serving on jury duty. Generally, income
protection for time spent serving on jury duty will be provided for a maximum of five (5)
workdays. Additional income-protected time away from the workplace for this purpose will
be considered on a case-by-case basis.

2. Process.

A. If an employee is called for jury duty or subpoenaed to testify in a court of law during the
employee's regularly scheduled working day for a work related event or civic requirement,
such employee may choose to be compensated for such time in one of the following ways:

i. The employee may choose to receive his or her reguiar salary or wage in full for such
time from the City. In such case, all moneys received as compensation for court service
shall be turned over to the City Treasurer in full.

il.  The employee may choose to retain all moneys received as compensation for court
service and waive his or her regular salary or wage from the City in full for such time.

B. The employee will be expected to report for work following jury duty, if a reasonable period
of time remains during his or her scheduled workday. -

C. If an employee is called for-jury duty or subpoenaed to testify in a court of law, outside of
his or her regularly scheduled working hours, all moneys received as compensation for
such court service shall be retained by the employee

3. Responsibility R

A. Upon receipt of not;flcatlon from the state or federal courts of an obligation to serve on a
jury or to act.as a“court witness, the employee should notify his or her supervisor. The
employee is required to provide copies of the subpoena or jury summons to his or her
supervisor and to the payroll department.

B. The supervisor will verify.the notification by contacting the office issuing the summons or
:subpoena and make sched uling adjustments to accommodate the employee’s obligation.

o The supervisor will also provide court documentation to payrofl for processing.

C.- 'Employees appeating in their own case as a plaintiff or defendant or for a non-subpeenaed

“court appearance W|EI not recetve paid time off. Vacation or unpaid time should be used

for suoh instances.




EMPLOYEE ACKNOWLEDGEMENT FORM

Please read the statements below, sign, and return this form to the City Manager's Office.

| acknowledge this employee handbook is neither an employment contract nor a legal document. |
have received the handbook. | understand it is my responsibility to read and comply with all policies
contained in the handbook as well as stand alone policies, Codified Ordinances, the Charter of the City
of Trenton, departmental policies, and applicable collective bargaining agreement (CBA) language.

| acknowtedge that the information, policies, and benefits described herein are subject to change and
may be revised from time fo time. All such changes wiil be communicated through official notices, and
I understand that revised information may supersede, modify, or. eliminate existing policies. Any
conflicting CBA language will supersecde anything in the employee handbook.

This employee handbook describes important information about the City of Trenton. Employees should
consult their supervisor regarding any questions not answered in the handbook.

EMPLOYEE'S NAME (Printed):

EMPLOYEE's SIGNATURE:

DATE:




ORDINANCE NO. __-2021

AN ORDINANCE AMENDING CHAPTER 250, EMPLOYEES GENERALLY OF THE
CODE OF ORDINANCES OF THE CITY OF TRENTON.

WHEREAS, it is the desire of City Administration and City Council to amend the codified
ordinances as it relates to employees; and

NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF
TRENTON, OHIO:

SECTION 1: That Chapter 250 of the Code of Ordinances of the City of Trenton, Ohio is hereby amended

as set forth on Exhibit A, attached hereto and made a part hereof.

PASSED Calvin Woodrey

AYES Nays Mayor

ABSENT Rules Suspended

First Reading AYLS Nays
Second Reading ABSENT

Third Reading

ATTEST:

Laura Daley
Clerk of Council

CERTIFICATE

1, the undersigned Clerk of Council, hereby certify that the above Ordinance is a true and correct copy as
passed by the Council of the City of Trenton on the _ day of , 2021 and that at least a
majority of the elected members voted in the affirmative on said motion.

Clerk of Council



EXHIBIT A
CHAPTER 250

250.01 — Bonds
(a) Before entering into their official duties, City employees will be bonded in varying
amounts as determined by the Finance Director. The premium for such bonds shall be paid
by the City.

250.02 — Probationary Period
(a) The first twelve (12) months of employment shall be on a probationary basis.

250.03 — Employee Special Compensation

(a) Service Department Employees who are scheduled on-call shall receive one hundred and
fifty dollars ($150.00) per week. Service Department employees who are called in after
scheduled normal working hours shall be paid a minimum of three (3) hours at one and
one-half (1 %) times their hourly rate in accordance with the rules and regulations for being
on-call and performing services pursuant thereto as established by the Service Director and
approved by the City Manager.

(b) Service Department employees required to wear uniforms shall receive a maximum
uniform maintenance allowance of two hundred dolars ($200.00) per year, paid quarterly
in equal installments, or as required by law, unless uniforms are provided and maintained
by the employer.

(c) The mechanic and assistant mechanic, in the Division of Streets and Public Works shall
receive a maximum personal tool maintenance allowance of four hundred dollars ($400.00)
per year, paid quarterly in equal installments, or as required by law. The Director of
Service, with the approval of the City Manager, shall establish rules and regulations to
administer this section based upon the amount of personal tools provided as required. All
payments shall be made in accordance with such rules and regulations.

250,04 — Procedures and Causes for Demotion, Suspension, or Dismissal from Classified
Service

(a) The City Manager shall establish procedures, rules and regulations with regards to the

procedures and causes for demotion, suspension, or dismissal.
250.05 — Demotion, Suspension, or Dismissal Appeals

(a) Unclassified Employee Appeal Procedure.

1) Unclassified employees may appeal to the County Court of Appeals.

(b) Classified Employee Appeal Procedure.

1) Classified employees who have completed the probationary period (designated or
extended) may appeal any demotion, suspension, or dismissal to the Personnel
Board for reconsideration.

2) The Personnel Board shall establish procedures, rules and regulations with regards
to the procedures for appealing any demotion, suspension, or dismissal,

250.06 — Healthcare Program
The City will provide all full-time employees with a healthcare program on the following basis:
(a) Employees shall pay ten percent of the cost of the medical and hospitalization care plan
provided by the City and the coverage selected by the member, if optional coverages are




provided. The employee's contribution share shall be automatically deducted from the
employee's paycheck on a weekly basis.

(b) The City shall pay the sum of four hundred fifty dollars ($450.00) for an employee who is
on a family plan; three hundred fifty dollars ($350.00) for an employee plus spouse plan;
three hundred dollars ($300.00) for an employee plus child(ren) plan; or one hundred
seventy- five dollars ($175.00) for an employee on a single plan to be paid monthly in the
employee's paycheck, to any employee who rejects the healthcare coverage provided by
the City. To become eligible, the employee must demonstrate current coverage by other
legitimate source(s).

(c) The healthcare program that the City offers to bargaining unit employees shall be available
to other full-time employees.

250.07 ~ Longevity Pay
(a) All full-time permanent employees of the City shall receive longevity pay as part of their
weekly pay as follows:

YEARS OF SERVICF S/ HOUR
After 5 1442
After 6 1611
After 7 1779
After 8 1947
After 9 2115
After 10 .2284
After 11 2452
After 12 2620
After 13 2788
After 16 3293
After 17 3462
After 18 .3630
After 19 3798
After 20 .3966
After 21 4135
After 22 4303
After 23 4471
After 24 4639
After 25 .4808

(b) The maximum rate shall be $.4808 per hour for more than twenty-five (25) years of
continuous City service,

(c) The City Manager shall establish procedures, rules and regulations with regards to
longevity pay.

250.08 — Sick Leave




(a) Sick Leave Credit. An employce of the City shall receive sick leave credit according to
the employee’s status, as follows:

1}  Full-time employees.

A.Each full-time employee shall be credited with sick leave of eighty hours per
year. Such credit shall be made to each employee in active pay status beginning
the first day of the base pay period.

B. A full-time employee in no pay status as of the beginning of the base pay period
shall be credited with sick leave of eighty hours per year, less one and one-half
hours for each pay period that has elapsed following the base pay period, up until
the first day of the pay period during which the employee returns to active pay
status.

C. A newly appointed full-time employee shall be credited with sick leave of eighty
hours per year, less one and one-half hours for each pay period that has elapsed
following the base pay period, up until the first day of the pay period during which
the appointment is effective.

D. A full-time employee who is separated from service or is no longer a full-time
employee during the year shall receive a reduction of sick leave credit of one and
one- half hours for each pay period that remains, beginning with the first pay period
following the date of separation until the pay period preceding the next base pay
period. If the reduction results in a number of hours less than zero, the cash
equivalent value of such number of hours shall be deducted from any compensation
that remains payable to the employee, from the cash conversion value ol any
vacation or personal leave that remains credited to the employee or from any sick
leave accumulated that remains credited to the employee.

2) Non full-time employees. An employee who is not a full-time employee shall not
receive sick leave credit.

(b) Charge of Sick Leave. Sick leave used by an employee shall be charged in minimum units
of one-quarter hour. Employees shall be charged sick leave only for the days and hours
for which they would have otherwise been regularly scheduled to work. Sick leave may
not exceed the amount of time an employee would have been regularly scheduled to work
in any pay period. If sick leave is utilized in the regularly scheduled work week, the
employee cannot receive overtime pay for the same hours used in sick leave unless
otherwise determined by the department head and the City Manager.

(¢) Compensation for Charged Sick Leave. Sick leave for an employee which is credited
during or subsequent to the base pay period shall be exhausted before the use of sick leave
accumulated prior to the base pay period is allowed. Compensation for charged sick leave
shall be at a rate equal to the employee’s hourly base rate of pay.

(d) Notification.

1) An employee who is unable to report for work shall notify his or her immediate
supervisor that he or she is unable to report for work. The notification must be made at
least one hour prior to the time that the employee is scheduled to report for work, unless
emergency conditions prevent such notification. If operational need of a department
requires a different notification time, the department head, with the approval of the City
Manager, may establish a reasonable notification time requirement. The department
head shall inform all employees of the applicable notification policy.




(e)

®

2)

3)

4)

Physicians statement. The department head may require, at any time, an employee to
furnish an affidavit from a qualified physician noting that a reported illness or injury
justified use of sick leave and was severe enough to cause an employee to miss work,
and documenting specifically the type, diagnosis and remedy within HIPAA
Guidelines and clearing the employee to return to work. The department head shall
require the above information in the case of a condition exceeding three consecutive
calendar days. Further, in all cases where medicine has been prescribed which may
cause significant side effects, such as but not limited to the impairment of an
employee’s ability to operate a vehicle, the employee shall submit the appropriate
documentation from the appropriate and qualified medical professional for inclusion in
the employee’s confidential medical file. Falsification of either the signed statement
or a physician’s certificate shall be grounds for disciplinary action, which may include
dismissal.

Institutionalization or hospitalization. When institutionalization or hospitalization is
required, the employee shall notify his or her immediate supervisor upon admission to
and discharge from such institution or hospital, unless emergency conditions prevent
such notification. A physician’s statement shall be required, pursuant to paragraph
(d)(2) hereof, as soon as reasonably possible but no later than just prior to the
employee’s return to work. _

Convalescence. (Period of Recovery) When convalescence at home is required, the
employee shall notify his or her immediate supervisor at the start and termination of
such period of convalescence. A physician’s statement shall be required, pursuant to
paragraph (d)(2) hereof, as soon as reasonably possible but no later than just prior to
the employee’s return to work.

(e) Uses. Employees may use sick leave, provided that a credit balance is available,
upon approval of the department head, for the following reasons:

1)
2)

3)

4)

3)

Illness, injury or pregnancy-related condition of the employee;

Exposure of an employee to a contagious disease which could be communicated to and
jeopardize the health of other employees;

Examinations of the employee, including medical, psychological, dental or optical, by
an appropriate practitioner;

Iliness, injury or a pregnancy-related condition of a member of the employee’s
immediate family where the employee’s presence is reasonably necessary for the health
and welfare of the employee or affected family member; or

Examinations, including medical, psychological, dental or optical, of a member of the
employee’s immediate family by an appropriate practitioner where the employee’s
presence is reasonably necessary.

Abuse. An employee who fails to comply with this section shall not be allowed to use sick
leave for time absent from work under such noncompliance. An application for the use of
sick leave with the intent to defraud shall be grounds for disciplinary action which may
include dismissal.

(g) Inadequate Sick Leave.

)

Leaves of absence, If any disabling illness or injury continues past the time for which
an employee has accumulated sick leave, the City Manager may authorize a leave of
absence without pay in accordance with administrative regulations.
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2) Pooling. When an employee has no accumulated sick leave, personal leave or vacation
leave and faces the prospect of leave of absence without pay, fellow employees may
voluntarily “pool” portions of their accumulated sick leave and donate it to an employee
with the special permission of the City Manager.

(h) Prior Credit. An employee hired into the City service shall be given credit for accrued but

(1)

0)

unused sick leave earned by the employee at a previous place of employment with the State

or any of its subdivisions, up to the limits allowed by the Ohio Revised Code.

Conversion or Carry-Forward of Sick Leave Credit at Year’s IEnd. All employees shall

have the option to convert to cash benefit or carry forward the balance of any unused sick

leave credit at the year’s end. (Refer to subsection (j} below.) For purposes of this
subsection, “year’s end” means the last day of the pay period preceding the base pay period.

1} Sick leave. An employee who is credited sick leave pursuant to subsection (a) hereof
shall have, at year’s end, the following options with regard to the portion of sick leave
credit:

A. Carry forward the balance of sick leave credit.

B. Receive a cash benefit conversion for the unused balance of sick leave credit
accrued within that year, The cash benefit conversion shall be equal to one hour of
the employee’s base rate of pay for every two hours of unused sick leave credit that
is converted.

C. Carry forward a portion of the balance of sick leave credit and receive a cash benefit
conversion of a portion of the sick leave credit.

Limitations of Conversion of Sick Leave Credit at Year’s End.

1) The options for conversion of sick leave credit listed in paragraphs (i)(1)B. and C.
hereof may only be utilized for sick leave credited to an employee in the year in which
the credit is given.

2) To be eligible for cash benefit conversion of sick leave credit listed in paragraphs
()(DB. and C. hereof, an employee must have a minimum carry-forward balance of
240 hours of sick leave credit. No conversion shall be allowed if the balance left after
conversion decreases to less than 240 hours of sick leave.

3) All sick leave credit balances that are carried forward are excluded from further cash
benefits under this section. The failure of an employee to utilize one of the sick leave
conversion options listed in paragraphs (i)(1)B. and C. hereof shall result in the
automatic carry- forward of any balance of sick leave credit up to the maximum allowed
elsewhere in these provisions.

4) Any employee who is separated from service during the year shall not be eligible for
the cash benefit conversion of unused sick leave credit.

(k) Limitations on Accumulated Sick Leave Credit. There is no limit on accumulated sick

M

leave credit.

Notification of Option to Convert Sick Leave Credit at Year’s End. An employee eligible
to receive a cash benefit conversion of sick leave credit at year’s end must indicate his or
her desire to convert any sick leave no later than on or about December 1st as determined
by the City Treasurer.

(m)Conversion of Sick Leave Credit Upon Separation from Service.

1) Upon separation from service for retirement or resignation, an employee hired prior to
January 1, 2017 shall be paid for one-half of the value of any accrued but unused sick
leave credit.




2) Payments made under paragraph (m)(1) hereof shall be considered to eliminate all sick
leave accrued by the employee.

3) This division, as amended, shall apply to all full-time employees not covered by a
collective bargaining agreement.

4) Upon separation from service for retirement or resignation, an employee hired after
January 1, 2017 shall be paid for one-half of the value of any accrued but unused sick
leave credit up to a max of 500 hours, to be paid at the employee’s rate of pay at the
time of separation.

(n) Definitions. As used in this section:

1) “Active pay status” means the conditions under which an employee is eligible to
receive pay, and includes, but is not limited to, vacation leave, sick leave and personal
leave.

2) “Base pay period” means the pay period that includes the first day of December.

3) “Base rate of pay” means the rate of pay established under the City ordinance
establishing wage and salary ranges and classifications for various employees.

4) “Full-time employee” means an employee whose regular hours of duty total forty
hours in a pay period and whose appointment is not for a limited period of time.

5) “No pay status” means the conditions under which an employee is ineligible to receive
pay, and includes, but is not limited to, leave without pay and leave of absence.

6) “Pay period” means the seven-day period of time during which the payroll is
accumulated.

7y “Retirement” means service retirement under any State retirement system.

(0) Procedures, Rules and Regulations. The City Manager shall establish procedures, rules
and regulations to administer this section.

250.09 — Personal Leave
An employee of the City shall receive personal leave credit according to the employee’s status,
as follows:

(a) Each full-time employee shall be credited with thirty-two hours of personal leave each
year. Such credit shall be made to each eligible employee beginning on the first day of the
base pay period. Employees, upon giving reasonable notice to the department head, may
use personal leave for matters of a personal nature.

(b) When personal leave is used, it shall be deducted from the unused balance of the
employee’s personal leave on the basis of one hour for every hour of absence.
Compensation for such leave shall be equal to the employee’s base rate of pay.

(¢} A newly appointed full-time employee or a non full-time employee who receives a full-
time appointment shall be credited with personal leave of thirty-two hours, prorated as
described herein. (Less six-tenths of an hour for each pay period that has elapsed following
the base pay period until the first day of the pay period during which the appointment was
effective.)

(d) A full-time employee who is separated from service or is no longer a full-time employee
during the year shall receive a reduction of personal leave credit, prorated as described
herein. (Less six-tenths of an hour for each pay period that remains, beginning with the
first pay period following the date of separation until the pay period preceding the next
base pay period.) If the reduction results in a number of hours less than zero, the cash
equivalent value of such number of hours shall be deducted from any compensation that




remains payable to the employee, or from the cash conversion value of any vacation or sick

leave that remains credited to the employee.

(¢) Conversion or Carry-Forward of Personal Leave Credit at Year’s End. All employees shall
have the option to convert to cash benefit or carry forward the balance of any unused
personal leave credit at the year’s end. For purposes of this subsection, “year’s end” means
the last day of the pay period preceding the base pay period.

1) Personal leave. Employees who are credited with personal leave pursuant to subsection
(a) hereof shall have, at year’s end, the following options with regard to the unused
portion of personal leave credit:

A.Carry forward the balance of personal leave credit up to a maximum of sixteen
hours;

B. Convert the balance of personal leave to accumulated sick leave to be used in the
manner provided in Section 250.08, subsection (¢) herecof. The conversion rate
shall be equal to two hours of sick leave credit for every one hour of unused
personal leave,

C. Receive a cash benefit conversion for the unused balance of personal leave. The
cash benefit conversion shall equal one hour of the employee’s base rate of pay for
every one hour of unused credit that is converted.

(f) Notification of Option to Convert Personal Leave Credit at Year’s End. An employee
eligible to receive a cash benefit conversion of personal leave credit at year’s end must
indicate his or her desire to convert any personal leave no later on or about December 1st
as determined by the City Treasurer.

(g) Definitions. As used in this section:

1) “Active pay status” means the conditions under which an employee is eligible to
receive pay, and includes, but is not limited to, vacation leave, sick leave and personal
leave.

2) “Base pay period” means the pay period that includes the first day of December.

3) “Base rate of pay” means the rate of pay established under the City ordinance
establishing wage and salary ranges and classifications for various employees.

4) “Full-time employee” means an employee whose regular hours of duty total forty hours
in a pay period and whose appointment is not for a limited period of time.

5) “No pay status” means the conditions under which an employee is ineligible to receive
pay, and includes, but is not limited to, leave without pay and leave of absence.

6) “Pay period” means the seven-day period of time during which the payroll is
accumulated.

7) “Retirement” means service retirement under any State retirement system.

(h) Procedures, Rules and Regulations. The City Manager shall establish procedures, rules
and regulations to administer this section.
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Report to: The Honorable Mayor Calvin Woodrey & Members of the City Council
Report From: Michael E. Engel, Treasurer

Agenda ltem: Amendment to Fund Cash Balance Policy to Include Police Levy Fund #218.

Ordinance/Resolution/Motion 1st Reading Date: March 4t Strategic Goals
Ordinance 21d Reading Date: March 181 Connected Community
3 Reading Date: April 1st Economic Vitality
Motion Date: Operational Excellence
Resolution Date: Strong & Secure Neighborhood
Public Hearing Date: General Operations
Contract Contract Required: No Additional Document(s)
Attached:
Fiscal Impact Budgeted; N/A f?lease see further,lmore dgtaifer_j _
information regarding the fiscal impact in
Expenditure: N/A the summary section of this report.
Source Funds: N/A

Policy Issue
Does City Council wish to adopt?: Recommended as a policy enhancement.

Policy Alternative
City Council can choose to not approve. Yes, although not recommended.

Staff Recommendation
Staff recommends that Council receive this report and adopt the necessary Ordinance.

Statutory/Policy Authority
* ORC and Ordinances of the City of Trenton.

Fiscal Impact Summary
Policy change in fund balance reserve minimums.

Background Information

The original Fund Cash Balance Policy was passed on August 15, 2013, and amended again on December 19,
2019. This current recommended amendment brings the Police Levy Fund #218 into alignment with the other
fund balance recommendations already in piace.

Attached Information
s Attachment A showing Fund Cash Balance Policy.




ORDINANCE NO. -2021

AN ORDINANCE AMENDING ORDINANCE NO. 18-2H3 AND
ORDINANCE NO. 38-2019, FUND CASH BALANCE POLICY, FOR THE
CITY OF TRENTON, AND ADDITIONALLY AMENDING SECTION
222,18 OF THE CODIFIED ORDINANCES, AND DECLARING AN
EMERGENCY.

WHEREAS, Council has previously determined that it is in the best interests of the City of Trenton to
establish a Fund Cash Balance Policy which would help to insure against unanticipated events that could adversely
affect the financial condition of the City and jeopardize the continuation of necessary public services; and

WHEREAS, Bond Underwriters, Analysts, Auditors, and Credit Rating Agencies recommend a minimum
Fund Cash Balance Policy be established which would be used to carefully monitor levels of fund balance and
unreserved fund cash balance; and

WHEREAS, Adequate levels of fund cash balance mitigate current and future risks and insure stable tax
and utility rates; and

NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF TRENTON, STATE OF
OHIO:

SECTION 1. That the Fund Cash Balance Policy be amended to add the Police Levy Fund #218 to the Fund Cash
Balance Policy at an amount equal to five months of operating expenses of the most recent prior
year.

SECTION 2. That all other parts of the Fund Cash Balance Policy remain in full force and effect.

SECTION 3. That a copy of the amended Fund Cash Balance Policy is marked Exhibit A, attached hereto,
incorporated herein, and amended as Section 222.18 of the Codified Ordinances.

SECTION 4. That this Ordinance is hereby declared to be an emergency measure and shall be in full force and
effective immediately upon its passage by City Council for the reason that it provides for the
immediate preservation of the public health, safety, and general welfare of the City of Trenton.

PASSED Calvin Woodrey/s/
AYES NAYS Mayor
ABSENT Rules Suspended
First Reading 03-04-21 AYES NAYS
Second Reading ABSENT
Third Reading
ATTEST: APPROVED AS TO FORM:
Laura Daley/s/ Nick Ziepfel/s/
Clerk of Council City Attorney
CERTIFICATION

I, the undersigned Clerk of Councii of the City of Trenton, Ohio hereby certify that the above Ordinance is a true and correct copy as passed
by the Council of the City of Trenton, this day of , 2021 and that at least a majority of the elected members voted in
the affirmative on said motion.

CLERK OF COUNCIL




Exhibit A

CITY OF TRENTON
FUND CASH BALANCE POLICY

APRIL 1, 2021

PURPOSE;

The purpose of this policy is to take a proactive approach to financial management in the City. A Fund
Cash Balance Policy assists the City in maintaining the security of major cperating funds and contributes
to the financial stability of the City by maintaining adequate financial reserves. More importantly, a
fund cash balance poticy allows for the Administration and City Council to recognize warning indicators
of financial stress at an early date. This is to serve as an operating tool to manage fund cash balances on
an on-going basis. This policy is cash basis only, and should not be construed to displace or supersede
the provisions of GASB 54 or GAAP reporting requirements. {Reference: Basic Financial Statements
Notes: “Fund Balance”.)

POLICY:

There is hereby established a policy for the maintenance and use of unencumbered cash reserves in
certain major funds for the purpose of financial stability and to back up future repayment of debt. This
is intended to create a framework from which to make ongoing financial decisions. The monthly actual
cash balance within the Monthly Statement of Cash Position report to Council will be reported to
determine if Minimum Fund Cash Balances as stated herein are being maintained or achieved. If the
cash balance falls below the Minimum Fund Cash Balance as stated herein, expenditures and/or annual
appropriations shall be adjusted to ensure that the cash balance will be restored as described in the
scope of this policy or denoted as to the reason for the waiver from the policy. The denoted reason
should contain a plan with timelines for how the Minimum Fund Cash Balance will be restored.

The Fund Cash Balance Policy will ensure that the City maintains adequate cash balance/retained
earnings and reserves in its various operating funds to provide the capacity to:

e Provide sufficient cash flow for daily financial needs.
+ Secure and maintain investment grade bond ratings.
¢ Offset significant economic downturns or revenue shortfalls.

* Provide funds for unforeseen expenditures related to emergencies,




e Maintain a prudent level of financial resources to protect against reducing services or raising
taxes and fees due to temporary shortfalls or unexpected one-time expenditures.

DEFINITIONS:
The following words or phrases are defined so as to make this policy more easily understandable:

Annual Appropriations-The appropriations as prepared annually during the budgetary process and
approved by Council through tegislation.

Cash Balance-The unencumbered fund balance, or cash, prior to consideration of encumbrances.

Encumbrances-The cumulative amount of Purchase Orders outstanding within a fund. An encumbrance
represents a draw down upon an existing appropriation to the point of limiting expenditures within a
fund without exceeding those appropriations.

Fund Balonce-The amount of cash available in a fund net of encumbrances.
Operating Expenses-All expenditures less capital expenditures and transfers.

SCOPE:

The Administration and Council shall attempt to maintain a cash balance in the following Funds as
described below.

{011} General Fund-Five months operating expenses of the most recent prior year.

(250} General Fund Stabilization Fund-Ten percent {10%) of most recent annual General Fund
appropriations.

{026) Water Fund-Six months operating expenses of the most recent prior year.

(066) Sewer Fund-Six months operating expenses of the most recent prior year.

(096) Refuse Fund-Six manths operating expenses of the most recent prior year.

{102) Street Fund-Six months operating expenses of the most recent prior year.

{(166) Storm Water Fund-Six months operating expenses of the most recent prior year,
(218) Police Levy Fund-Five months aperating expenses of the most recent prior year.
(222) Fire Fund-Six months operating expenses of the most recent prior year.

(890) Employee Termination Benefits Fund-Calculate projected payouts to employees eligible for
payments as calculated annually for and stipulated in the Notes to the Basic Financial Statements
Compensated Absences Payable due within one year.



Funds which are subject to Bond Indenture Covenants will be required to comply with those Covenants,
and the terms of those Covenants which direct corrective action when a fund falls below its compliance
level.

All other funds not mentioned above are considered minor funds and are not required to maintain a
minimum fund cash balance under this policy.

MONITORING AND REPORTING:

Fund cash balances will be monitored on a month to month basis and the Treasurer wilt prepare a
monthly report to Council identifying these funds listed herein with policy implications. A cash balance
may fall below minimum fevels due to current operations or emergencies. However, non-compliant
funds will be identified, corrective action recommended, and action steps taken to restore the fund cash
balance to compliance.

NO NEGATIVE FUND CASH BALANCES:

As stated above, certain funds of the City have no fund cash balance requirement under this policy.
However, it is the intent of the city not to have negative fund cash balances, either projected or actuai.
Should a fund anticipate a negative fund cash balance, or actually go negative, appropriation or
expenditure adjustment or transfer in of revenue shall be made to insure that the fund cash balance is
restored to zero or greater than zero.
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